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iNTRODUCTION,

.These instructiOnal_techniques were developed for those
'industrial education students who'dilMonitrate a need for additional
.::.i.nstructionin the areas of reading_, and
7-vi-sual-commun-i-mation They were written 13-1-j-druatrial education
teachers with a particular emphasis-upon,teachinga basid skill
while retaining a majOr_focus on the subje;:it-areas of auto., woods,
ometalsi electronics', and drafting.

Each of these instructional techniques were written using
the same format and With guidance from an expert in the areas
of reading, writing; math, verbal and visual communication.'

In order to help you identify those students who require
additional help with the basic skills, a simple easy-td-use
BASIC SKI is provided with each sublect area module.
This Basic Skills Checklist will enable you as the Industrial
Education' Teacher- to bettei: identify those students in your classes
who require additional help in the, basic skills.'

Ad tionally, a BASIC-SKILLS VERIFICATION FORM is provided
which will enable you to ask-your school's reading resource
teacher', basic skilla teacher, math resource teacher, Hatt Bill
Conferencing teacher, or grade counselors, to verify your
identificatlon and provide you with help in the instruction of
the basic skills. ,

You may wish to use these techniques as instruction for gour
entire class; dr as a take-homeli parent-involvementltasignment.,-
They.mag also be used in your-school's reading or path lab or in
conjuncton'Wi.th yout schoOlus:basic skilla7-instructidnal programs.:

These tnstrucional techniques are-successful because-your
students are able to re/ate:reading, writing, math, verbal and
visual communication to-their own ihduetriai education classes.
When your students succeed, they.reel goodabout,themselves,
good about their schools, and goo4 about their future.

-.Page I



CONFIDENTIAL

Name

Grade Class

Date

BASIC SKILLS CHECKLISTJWOODWORKING)

I
.

The following is a list Of the.basiolskills (readingwriting;
.

math, verbal and visual
.

. _

communication) that the student shOuld demonstrate an\ability in For the purpose of
employmentor advanced training in the woodwo'rking trades: x ,

1.0 Verbal Cormninication: The student needs. additional instructiOn_in verbal
comMunication if any of the items below are checked N-0:

1.1 Yep The student understands verbal instructions given bythe teacher.

". No Example! Does the student use the guards on the circular saw
after being instructed to do so by the teacher?

1.2 Yes 14e student asks 'questions about verbal instructions or infor-
'ration not understood-

No Example: Does the student ask questions about the operatidnof
a machine whe4 it appear that the verbal instructions were not,
understood?

1.3 Yes The student is able to relay simple verbal instruptions to
another student.'

No Example: Is the student able to tell another student the proper
procedure'for setting up a dada had on the circultar sawafter

ithey have learned how to perform the operation efficiently?

1.4 Yes The student is able to verbally communicate with the teacher
and other students.

No Example: When a student wants permission to perform a certain
operation on a machine4 is. -the student able to make the teacher
understand'his/her request?

2.0 Writing: The student needs additional instruction in writing if any of the
items below are checked NO:

.

2.1 :'.Yes The atudeJt is able to write basic-instructions to self and
others.

No EXample: .1.f.a student needs to remember a sequence of taSkt to
pe petformed,can the student write them in order after being
told,the tasks by the teaCher?

'2.2 Yes The student is able to write the answers to questions.-
,
c

No Example: After a student has demonstrated that they cap answer"
questions orally, can they write the answers on paper?

3.0 Reading:,_ The student needs additional instruction in reading if any of-the -

items below are checked BO:

3.1 Yer The student is able to read and understand,job related materials.



NO
a
Example:. .7'1's the Student able
rules and warnings (including
applications, job orders,and
machines?

3.2 Yes The student is able to follow
on instructional/job sheets.

to read,and understand safety
the shop safety test) job
operating instructions for

step by step procedures listed

sample -: r--Isthe student-able-to-perform-tasks-in-a-sequence
after being given a demonstration and procedure sheet to follow?*

4.0 Math: The student needs additional'instructifn math if any of the items

below are checked NO: ,

4.1 Yes

No

4.2 Yes

The stUdentis able to read a rule to increments

Example :. Is the student able to pass
reading a rule; or is the student, as -o
able to make accurate measurements duri

The stUdent is able to,calcurate the amo
to manufacture an item. .

NO Example:- Is the-student able to calculate
needed for the front, .back, and two'sides
constructed*

of 1/16th in.

test which involves
served by the teacher,
layout work?

4.3 Yes

t of material needed

the amount of Wood
fa drawer to be

The student is able to calculate tOard feet.

No Example: Given
student able to
solution?

4.4 Yeg
_i_ .

_i
. _ \ .--. .

NO Example: Given the sizes of blades and chi _a dado set,
. ..

is the Student able to add or subtraCt the nu -hippers

needed for a specific width of'cut?

the
apply the board feet formula to obtain a

dimenions_of a piecp of l\umer7; is the

The student can add and subtract fractions.

5.0 Visual Communicakion: The student 'needladdAtrional_instructiog in visual
communication if any of the iieme4Ow are 'Checked 440-:

5.1 /Yes The student can understand working drawings and sketches.

No '

o

'Example: Can a student withthe necessary WoodWorking skillS.

construct a simple project from a sketch or drawing pfovided

thy.theteacher?

5.2 Yes

loo

The student can communicate t2,,self and others'With simple

sketches or drawings. .,
. i

-Example: Is thestaent able to drap'or sketch an item they

wish to-construct?'

Tdentificatione-by-v-

Page 3
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!BASIC SKILLS VERIFICATION FORM

'-
Student Male Female Gzatie Level

Teacher Class s Date

The Basic _Skills. Check List ,(attached) for th Ae above Studentndicates ea need for
instrUctiOpal assistance inthe basic skills Treading, writing, /math, verbal or .

visual donuhuniCation). The foli'owing verification and recommendations are made:
=4

Lacks Reading Skills --LNtisy:erbal Communication Skills

Lacks Writing Skill's Lacks Visual Communication Skills

Lacks Mathematical Skills

Recent, Test Scores:

MET-IIOD-USED :FOR VERIFICATION

Test Score ; Date

Other Verification Methods:

N

RECOMMENDATIONS

The following instructional assistance is recommended:

Verification & Recommendations Made Bp: Date:

Tit/e:4 - -

p

FOLLOW VP

Acti,on Taken:
1.

J'.". \ ,/9
z

....--' ..* ..

Results: 040/i.fied for advanceil.training '

; t
. ._ _ _

-Qualified for eMp.loyMent-inrthe trade

(
-Other

Certified by Da to

Teacher

page 4
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WOODWORKING MACHINE SAFETY

TEACHER MATERIALS:

CONCEPTS OF . TECHNIQUE:

What SKILL will this technique teach?

:Comprehension of machine safety rules

What student learning problem(s) prompteci the development
of thistechnique?

Absentee stlEeilts or students after the second week of
school miss general and specificwoodworking machine
ufety rules. To insure that all students see the
demonstrations, have them view a video tape &.esenta-
tion on machines demonstrated in class.

TEAOKtiiNSTRUCTfONS FOR= THE -USE OF THIS TECHNIQUE :

a. .Work with the school's media spdcialist in plannillga
script and'taping the presentation.'

c.

f_
Have,the students visit the media center to view the
video tame-.-

Ilave the students take a written safety test following.
the tape.

The tape can be edited each year for necOsary imprOve-
ments,and for additional coverage.

SUGGESTED RELATED V>I TI ES

You may .wish tO_tapei.otberdemOnstrations, i;e;rmountingoand
cutting with adad6_head_iand'haVe:StUdenta complete a
worksheet immediately followingthe viewing;

I; I



WOODWORKING MACHAESAFETY.
o..

STUDEN'T MATERIALS:

p

STuDOT,INSTRUCTIONS:

a.. Read the safety rules for your shop before going to
the media center. _ %

k

Report to thi media ,apecialist in the library to see
the video tape "Wood-Machine Safety".

c. -Complete the safety test for your .slloo.an11..x..*turn to
class. \

STUDENT ASSIGNMENT:

Your assignment is':to view the .video tape 'Wood Machine Safety"
and complete the Woodshop safety test:.

EXTRA 'THINGS THAT. YouCAN

You may want to act as demots aping future IessOns
.







HAND CUTTING TOOLS
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HAND CUTTING TOOLS

TEACHER MATERIALS:.

1:i _ CONCEPTS .OF TECHNIQUE:

a. What SKILL will this'technique teach?

1. Spelling
VocabUlary,

3. Listening
4. Note taking

b. WhatStudent learning problem(s) prompted the development
of this technique?

Students need to know the names of hand tools and be able
to explain their use.. .

TEACHER INSTRUCTIONS FOR. JAE USE OF THIS TECHNIQUE:_

A. US6 thi$ technique for introducing and/orrevieWing hand
cutting tools.:

Demonstrate and/or explain the use of each hand-7-tO01.

c. List hand tools on. the bOard..

1. -CROSSCUT SAW,
RIP -SAW-

3; COPING SAW
: 4 BACK SAW

5; JACK PLANE_
6; SMOOTH PLANE
7; BLOCK PLANE
8; RASP
9; CHISEL

10. GOUGE

TOOL NAME TOOL USE
1. 1.

4

2. 2.
3. 3.
4. 4.
5. , 5.
6.- "--,11=-F4'69" ' 6. ._.

7. 7
8. 8.
9. 9.

10. 10.

d. HAV6 yout students list the hand tools and briefly State'
the function or use of each tog' on the worksheet. .

6. HAVe your students keep thewoiksheet as a study aid;

SUOGESTED RELATED ACTIVITIES:

Have a follow-up quiz on these hand tools_and their uses.: The
same form can be used:' hold up a tool and have -the rudentS
write the name and its use;

1 4



HAND CUTTING TOOLS

STUDENT MATERIALS:

1. STUDENT INSTRUCTIONS:

Nit

a. 'Spell correctly-the name Of each cutting tool in the
first column;

b. Write the wooaWOrking_useof the tOOl.in the second.
column.

c. Keep this worksheet and use it as a study aid.

STUDENT ASSIGNMENT:

Your assignMent is found on STUDENT PAGE Z.

EXTRA THINGS THATAOU CAN Do:

Use this method for taking notei-iii-8ther classes:

STUDENT PAGE 1. 15 2 ;2



STUDENT INSTRUCTIONS:

SPELL CORRECTLY, THE NAME OF EACH CUTTING TOOL IN THE FIRST COLUMN.
B. WRITE THE WOODWORKING USE OF THE STOOL IN THE SECOND COLUMN.

C KEEP. THIS WORKSHEET AND USE IT AS A_STUD`i AID.. I(

TOOL AME

4,

5.,

6.

7.

8.

9.

0, 10.



SELECT1 NG' LPROJECT '
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TEACHER MATERIALS:

SELECTING -A 11.130,1ECT

CONCEPTS OF TECHNIQUE:
_

. :What S1 LL, will this technique teach ?

Writing, paragraph.
4

, --

What student learning prObiem(0. prompted the eVe opment

of this-technique?

Many students have difficulty explain fig an idea in

written form.

,TEACHER INSTRUCTjONS,FpR-THEMSE of THIS TECHNIQUE:

"ft

Before a student begins an-elective project, require
him/her to write a short paragraph explaining why he/she
wants to build this projeOt,

b. Provide a sample parahraph answering these questions:
Who is the project for? What purpose will it serve?
HoW' long will it take you to complete the project?
What is the estimated cost?

c. COrrect the paper and return

SUGGESTED: RELATED

tothe st-Udent.

.

Try to provide special help for those studerit 0 need help

with writing:

8



SELECTING A PROJECT

STUDENT MATERIALS:

1. STUDENT INSTRUCTIONS.:.

.a. This short assignment will giv,e you practice in express--.
ing -an idea in writing.

Write_One Or_two_paragraphs answering_the following:
questions: Why_dp_yoU'want to build this project? Who
is the project for? ..WhatIOU'rpose will the project serve?
HOW Iofig do you plan on working on it? How much. will it
cost?

Write as clearlyas you can Use the shop dictionary if
you need to.

I

STUDENT ASSIGNMENT:

4

Choose a. project and. write a paragraph explaining it. Here
is an example to help you-:

Example: NIGHT STAND
,k,---(project)-

The project Ialave' chosen. to make this semester is a
Night Stand. MY Younger brother needs a night stand in his
bedroom. He, needs more storage for his baseball gloves,
bookS, wallet-add other things that often get mixed up with
my things. I expect to work on this, assignment for six weeks
andthe cost of the project including hardware will be around
thirty dollarS.

EXTRA THINGSJIAT-YQU. CAN pE

You might need to write a 'shOrt statement
assignment or` for a job interview.'

or 'anb,ther,cIaSs

STUDENT PAGE 1

'F.

3;2



CABINETMAKER'S CROSSWORD PUZZLE

(Vocabulary)
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CABINETMAKER'S CROSSWORD. PUZZLE

TEACHER. MATERIALS:

1. CONCEPTS OF TECHNIQUE{

What STILL will -this techniqUe:teach?.j

VdCAbUlary and,spelling

What student Idaning problems) prompted clevelopmeril
_ _

of, this technique-

Advanced-students misapell. and misnait,Cabinet parts;

TEACHER ,INSTRUCTIONS FOR. THE USE OF THIS TECHNIQUE:

a :Followingalesson,lon'eabinetmakiligi explain the

#tilortance of being able to communicate properly

to other cabinetmakers,

_ Introduce and explain how a crossword puzzle works.

Assign the puzzle worksheet tO) be completed in elms'.

Quickly check to make sure that all students have caT-,
pleted the puzzle.

e. After 10 minutes (or less), have your students trade'

papers and correct them As a class..

Y. Return the puzzle worksheet to your-students for use As

a study guide.

SUGGESTED-RELATED

Have a fill -in type spelling and identification quiz using
the same terms the,following week.



CABINETMAKER'S 'CROSSWORD PUZZLE

STUDENT- MATERIALS

'1.- STUDENT INSTRUCTIONS:

This is a crossword puzzle similar to cross wird puzzles.
5rcitx may have :worked in newspaper.

Match a- word ta-the-deacription given in-each7statementc.--

listed on STUDENT PAGE 2iC. A.Tse only-the cabinetmaking words

STUDENT ASSIGNMENT:

your assignment is found on STUDENT PAGE 2

EXTRA THOGS THAT You CAN. Do:

The next .time you .see a expasword_puz.zie in the newspaper
you may.want to,try it; ,It;will be'a challenge and;you'll

.

larn some new words.'

STUDENT PAGE' 1

22, 4;



CABINETMAKER'S CROSSWORD NIZZLL'

CASINg,TWING WORDS

faceframe draw r-

'carcass' web.
rail cont mporary.
dowel coun er
stile mold ng

ACRO

A style of cabine ry
A horizbntal part

3. The front parts a ound doors and drawera
4. A specialized box
5.1 An inside'frame
6: A vertical pert

DO

7 . The top oft!' cabi et
8 The trim around t p andbase- of cabinet
9. The Shell of a cabinet

IO. Used in gluing.fremes.'

-;

1 li 1 11
Il-

STUDENT AGe2
t

1.1.11111.11

-f,
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TEACHER MATERIALS:

WOOD SHOP WORDS

L CONCEPTS OF TECHNIQUE.`

a. What SKILL will this technique teach?,

,Technical vq"cabulal;y and reading skills.

.4. What student :learning problet(s) orompted the dev#lopment-
of this technique?

many students haVe problems_reading textbooks And
understanding tedhnidal subject area Words.,

2 TEACHER INSTRUCTIONS FOR THE USE OF THIS TECHNIQUE:

Give your Students the attached lesson 'on wood :hi*

words

Briefly explain to your studeriN.hOW to:':

1. Alphabetize
Complete fill-in questions

1. pefine multiple meaning words

rin
LX7A'I\T THAT

r
HINGS 'HAT YOU LAN DO:

.:"

Oiv your students more shop words and have them.
write sentences using these words.



WOOD: SHOP WORDS

STUDENT MATER WS':

stoENTJNtTRuttioNqt

COriiplate tha lesson an STODENT AGE '2

TUDENT-ASSIGNMENT:

EXTRA THINGS THAT YOU CAN Do:

,

Tiy wordS that .are used VOoth to. wood
shop and out' de of the shop bOt have ,differptiX oieoniogo

dtljl guard, etc.

5-. 2







WOOD SHOP WORDS

...

Put these wordsjp alphabetical order:

Dimensioning 1. Cabinetmaker

-7-Coping Saw 2.

Dado Head 3.

Cabinetmaker 4.

Dowels 5.

DkaWings

Corner Blocks 7.

4111,

2. Select the correct word or words to complete these pientences:

moWing. cross'cut drill press Hgrain : lathe:

1. You can usinga circular saw or band saw.

2. When sanding you'usuallysand with the.

If you want to make a wo6den bow.l 'br, candlestick holder
you would use a

4. Before using a jig saw.you may teed to use a
to bore a hole in the wood.

A common way to attach
glue, nail or staple:.

a case piece is

TTUbe these words in sent6nc6s that are not related to wood
shop. If you wish you may use a,dictionary.

Clearance l.

Guide 2.

Brace 3.

Fence 4.
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"LIBRARY"

TEACHER MATERIALS:

1. CONCEPTS OF TECHNIQUE:

a. What SKILL will this technique teach?

1. Reading
2. Research
3. Browsing written material

b. What student leaning problem (a) prompted the deve14.ment
of this technique?

Students usually read only what is assigned. With the
Library" readily accessible they are more apt to pick
up something based on interest.

2. TEACHER INSTRUCTIONS FOR THE USE OF THIS TECHNIQUE:

,
. -.

a. Establish a'ispec ic place in the shop lab for display
_ , .11i-I

af mag vnes.r mphletsi etc

..'. b a student li-cbarge to keep track of things and to
.place magazineainto4n attractive display.

_./ _ __
-.

C. The display may include periodicals, cataloOes4 career
pamphiets,-. reference books; dictionary, and.PRow to..."
folders.

d. Encourage students to read selections from this "Library"
during times when they have completed other assignments
or projects.."

3. SUGGESTED RELATED ACTIVITIES:



.SHOP TIW/ARDS
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SHOP TIMECARDS

MATERIALS:

CONCEPTS OF TECH E:

What SKILL will this technique teach?

x.

Verbal or written communication can be taught using this
technique

. What student learning problem(s) prompted the development
of thiS. technique?

i.

Students need to be able _to write short accurate de-__
scriptions' of What they. do each day; In industry, _all
workers _must_ learn _to _keep some kind of records; Shop
timeeards help teach day by 'day record keeping.

TEACHER INSTRUCTIONS 'FOR THE USE OF THIS_ TECHNIQUE:

Have ,timecards printed to provide a space for each slay
of the'grading -period. Three weeks are placed en the
side of the card. A column should be for each date,
description of 'work done, or operation performed, date
started and date finished.

_

Col- lect cards after three weeks for grading;

Timecards.:,are graded for tomlileteness, description _of _-----.,
work neatnesi and anything -else the teacher desires.
Grading -should become more demanding as the year progresses.

d.. Return cards for next three weeks.
.

-1"-e: Timecard grades are averaged riwith other grades in each
grading period.

SUGGESTED RELATED ACTIVITIES:
n

Have youi. students keep arecord of all materials they use
during a six week period.



A. Fill in your name and period at the top of the, timecard..
Place each days date in the dateOcilumnhere is rbot
for three weeks on. each side of card.

Each day briefly explain the work you did.or.the operationg
that you performed in the description column,.

c. %urn in -for grading each three weeks_,

If you aose your timecard, make your own on a piece of
paper._ You will riot'receive full credit but you will get
a grade.

)

STUDENT ASSIGNMENT:

A sample timecard iS found on

EXTRA THINGS THAT YOU CAN Do::

STUDENT PAGE . 21

Keep a record of all the Materials-Si& use in a six week
period.



........

SAMPLE

TIMECARD

Last _ First
Name Name

METAL SHOP TIME CARD

Per

.

Date Job riescription Start ,

Date
Date

Finished
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JOB APPLICATION

TEACHER MATERIALS:

1. CONCEPTS OF TECHNIQUE:

What SKILL will this technique, teach?'

1. Completing job application' form
2. Spelling_
3. Reading for details

. _What student learning problem(s) prompted the development
of this technique?

Students often apply for_part-time jobs while attending
school and are asked to fill out a job application.
Students' need pipctice answering questions that, relate
to their industrial shop experiences.

TEACHER INSTRUCTIONS FOR THE USE OF THIS TECHNIQUE:

a. Use this technique as -J7011 organize, your shop
system.

b. Ten students that they Will apply for clean -
completing .a job ^application form.

' clean -up

jobs by

c. Pass out forms and explain the importance of writing
clearly and following directions exactly as they'are
stated.

List job positions on the board such as: foreman, floor
sweeper, tool room person, etc.

e.. Explain the importance of spelling all words correctly.

". SUGGESTED RELATED ACTIVITIES:

a. Obtain forms from large companies And/or from small shops'
for students to see.

b. Students can ask their parents to bring home job applica-
tion samples from where they work.

Have students complete-alonger
1 st-gty nQci crnmPrrt

application form for a



JOB APPLICATION-

STUDENT. MATERIALS;

StupEyr INSTRUCTIONS:

Complete all questinS and statementsas carefully as
you can.

Be sure to write neatly,_ spell correctly, and be as
_ complete as possib

Select from thelboard the
for.

STUDENT ASSIGNMENT:

position you are applying,

Your assignment is found on

.

3i EXTRA THINGS. THATIYOU-CAN.D4:.

Visit a career center and pick up a handout which explains
how to 4get a job.

4



Name :

Address

JO APPLICATION

'What jo' poSititin:.,,Are you 'appi ing for?

What 'wood machines (have you used?
F

Phone:

What was the last 4.chpoL. year: iY94., ":' 6n1P eted?.,

4ho 1.61 your-
1,
resent :::*mployert,

NI.

What is your job title'W:-:

Who .was your last employeri,

- wasat. was yo\ir job title?

List other/. job 'experiences : 7 ''''".

List references (other than f fathily)



THE ;;:FOLLOWING. INDusTRIALEDucAnlarvi3Asic SKILL I NSTRUCT/CINAL

TECHNIQUES ARE AVA/LABLE'FROA1-

"LEARNING

"LEARNING

"LEARNING

"LEARNING

LEARNING

"LEARNING

'"I-EARNING

"LEARNING

LEARNING

VOICE:(VOCATIONAL'OCCOATIONAL INFORMATION CENTER=
'.FOR EDUCATORS)

4-

721 CAPITOL MALL.

SACRAMENTOJ CALIFORNIA 95814..

TOREAD AND WRITE;==THE AUTOMOTIVE WAY

TO DO MATH TflE AUTOMOTIVE WAY"

TOVERBALLY gaISUALL`CCOMMUNICATE THE AUTOMOTIVE WAY"

TO READ AND WRITE THE WOODWORKING WAY"

tam MATH THE WOODWORKING:WAY"
TO VERBALLY & VISUALLY COMMUNICATE THE WOODWORKING WA

TO READ AND WRITE THE METALWORK/NG;WAY"
.

TO DO MATH 'THEllETALWORKING WAY"

TO VERBALLY & VISUALLY COMMUNICATE THE METALWORKING-WAY "'

"LEARNING TO READ :AND W

'"LEARNING TO DO MATH T

"LEARNING TO VERgALL
r.

-
I TE7. THE=-ELECTRON I CS WAY"

E ELECTRONICS WAY"

VISUALLY COMMUNICATE THE ELECTRONICS WAY"

"LEARNING.TO READ AND WRITE THE DRAFTING WAY"

"LEARNING.TO DO MATH THE DRAFTING WAY"

"LEARNING TO VERBALLY & :VISUALLY COMMUNICATE THE DRAFTING' Ae



J
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